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Introduction 
The DSHS Citrix Remote and Hosted Application Service environment is a multiple server web-based 

approach to offering a variety of enterprise applications to staff who have an intranet or Internet 

connection to the DSHS network.  It delivers desktop applications to authorized users and contractors 

after authentication to the DSHS Citrix Remote and Hosted Application Service environment. 

This user guide is focused on the process of establishing access to the DSHS Citrix Remote and Hosted 

Application Service system by installing, initiating and implementing the Citrix Workspace LTSR software 

on each authorized user(s) work or home computer, logging in through the Staff Access page, the Citrix 

Workspace or your Mobile Device. 

This user guide is not intended to assist with any functions within the Microsoft Office Suite or 

departmental applications. Instead, it gets you to the point where the applications are available and 

operational via DSHS Citrix Remote and Hosted Application Service system. 

Citrix Access Methods 
There are three ways to access the DSHS Citrix Remote and Hosted Application Service environment.  You 

can access the Citrix Application(s) and DSHS Citrix Remote PC through the (1) Citrix Workspace 

Application, (2) DSHS Staff Access page, and (3) through your Mobile Device. 

Customer Experience Expectations 
Descriptions below highlights some of the basic functionality of the DSHS Citrix Remote and Hosted 

Application Service environment. 

Printing via Citrix 
If you have a functioning printer at home, you will be able to print from the DSHS Citrix Remote and 

Hosted Application Service Application.   

Note: If you experience print issues, contact your local IT. 

Access Method Printing Capability 

External (from home or other location) Available 

Hard Drive Availability ς Saving Capabilities 
You can save your documents while working in Citrix.  Where you save your document may vary 

depending on where you are connecting from.  See table below for details.  

*If a records request is received by DSHS, Citrix Home Drives should be included in your search to be 

responsive to DSHS Public Records and Discovery requests.  

Access Method Local Drive (C:\ ) Citrix Home Drive Mapped Drive USB 

External (from home or other location) Not Available Available1,2 Available1,2 Not Available 

1DSHS Home Drive and DSHS network drives are not mapped automatically.  You will need to map home 
and network drives manually to be saved to your Citrix profile ōȅ ǳǎƛƴƎ ²ƛƴŘƻǿǎ 9ȄǇƭƻǊŜǊ ά       ά.  This 
should only need to be done one time unless a DSHS Citrix user profile needs to be reset. 

https://www.dshs.wa.gov/staff-access
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2Alternatively to a DSHS Citrix user having to manually map home and network drives, the DSHS 

Administration local IT can contact and collaborate with DSHS ET Citrix Team to incorporate home and 
network drives in a Windows Active Directory Logon Script. 

Saving in Citrix from Home or Remote Location 
You can access and save your documents while working in Citrix from your home or remote location.  If 

you are working from the home or a remote location, you will be able to save to the following drives: 

¶ Citrix Home Drive 

¶ Any Drive you have mapped from home or remote location 

 

You will not be able to access or save to the following drives while working from home or remote 

location. 

¶ C:\ 

¶ USB 

 

How to save to your Citrix Home Drive from home or remote location 
When you access and save your documents in Citrix, you can save to your Citrix home drive.  See the 

ŜȄŀƳǇƭŜ ōŜƭƻǿ ƻƴ Ƙƻǿ ǘƻ ǎŀǾŜ ŀ ²ƻǊŘ ŘƻŎǳƳŜƴǘ ǘƻ ǘƘŜ ά5ƻŎǳƳŜƴǘǎέ folder on your Citrix home drive. 

1. Lƴ ²ƻǊŘΣ ŎƭƛŎƪ άFileέ 

 
2. /ƭƛŎƪ άSaveέ 

 
3. 5ƻǳōƭŜ /ƭƛŎƪ άThis PCέ 

 
4. ¦ƴŘŜǊ ά¢Ƙƛǎ t/έΣ ǎŜƭŜŎǘ ǘƘŜ άDocumentsέ ŦƻƭŘŜǊ. 

 
 

5. /ƭƛŎƪ άSaveέΣ ȅƻǳǊ ŘƻŎǳƳŜƴǘ ƛǎ ƴƻǿ ǎŀǾŜŘ ƛƴ ȅƻǳǊ /ƛǘǊƛȄ ƘƻƳŜ ŘǊƛǾŜ. 
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How to save to your Mapped Drive from home or remote location 
When you save your documents in Citrix, you can save to any mapped drive.  See the example below on 

how to save to a mapped (H:\ ) drive.  Your Citrix mapped drive may not be the same drive letter you have 

mapped from your work PC. 

Prerequisite ς Mapped drives from your home PC must be established using Windows Explorer ά     ά or a 

Windows Active Directory Logon Script (contact your local IT for assistance). 

1. Lƴ ²ƻǊŘΣ ŎƭƛŎƪ άFileέ 

 
2. /ƭƛŎƪ άSaveέ 

 
 

3. 5ƻǳōƭŜ /ƭƛŎƪ άThis PCέ 

 
4. ¦ƴŘŜǊ ά¢Ƙƛǎ t/έΣ ǎŜƭŜŎǘ ǘƘŜ άNetwork Drive (H:)έ ŦƻƭŘŜǊΦ  ¸ƻǳ Ƴŀȅ ƘŀǾŜ ŀ ŘƛŦŦŜǊŜƴǘ ŘǊƛǾŜ 

letter. 

 
5. /ƭƛŎƪ άSaveέΣ ȅƻǳǊ ŘƻŎǳƳŜƴǘ ƛǎ ƴƻǿ ǎŀǾŜŘ ƛƴ ȅƻǳǊ ǇǊŜǾƛƻǳǎƭȅ ƳŀǇǇŜŘ ŘǊƛǾŜ. 
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Applications available to all Citrix users 
All Citrix users have applications that are available by default.  The table below shows what applications 

are available to all users at login.  Any additional application(s) access will be granted by the 

Administration local IT. 

 

Setting Favorites 
Citrix now has the ability to set any application(s) as a favorite.  This enables the ability to quickly access 

application(s) that have been tagged as a favorite.  Once application(s) are set as a favorite, a folder 

named DSHS Citrix will appear in your Start Menu with a link to your favorited application, as well as 

show up on the favorites tab in Citrix.  Launching the application from the DSHS Citrix folder will initiate 

your Citrix session.  Below is an example of setting Word as a favorite. 

1. In the Start Menu, άOpen Citrix Workspaceέ. 

 
2. Locate Word ƛƴ ǘƘŜ ǳǎŜǊΩǎ !ǇǇǎΣ ŎƭƛŎƪ άDetailsέ. 

 
3. {ŜƭŜŎǘ άAdd To FavoritesέΣ ŎƭƛŎƪ ǘƘŜ άFŀǾƻǊƛǘŜǎέ Tab to view your favorites. 

 
Microsoft Word will be available in your Favorites Tab.  In addition, any app in your favorites 
ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ {ǘŀǊǘ aŜƴǳ ǳƴŘŜǊ ǘƘŜ ŦƻƭŘŜǊ ά5{I{ /ƛǘǊƛȄέ. 
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Favorites Tab: 

 

Start Menu: 

 

 

 

Enterprise Vault (URL) 
The Enterprise Vault is not available within Outlook.  You will need to access the Enterprise Vault through 

the Enterprise Vault Search application icon in the Citrix Apps Tab. 

Enterprise Vault Search  

 

Skype for Business Optimization Add-On 
Skype for Business is available through DSHS Citrix Remote and Hosted Application Service. Installing 

Citrix Skype for Business Add-on enhances your Skype for Business experience by optimizing 

communication between your device and the WA State Skype for Business infrastructure.  You will need 

to install a Citrix Skype Add-on tool on the device.  Below are the links for installing the Skype add-on 

tool: 

¶ Citrix Skype Add-on for Windows 

¶ Citrix Skype Add-on for Mac 

¶ Citrix Skype Add-on for Linux x64 

¶ Citrix Skype Add-on for Linux x32  

Prerequisites 
RSA Token An RSA multi-factor token (also known as two-factor token) is required to 

connect to DSHS Citrix Remote and Hosted Application Service from 
anywhere outside the WA State Governmental Network (SGN).Three types 
of multi-factor tokens are available for DSHS employees: (1) RSA Token 
Software, (2) RSA Token Hardware, or (3) RSA Mobile Token.  DSHS 
employees must be provided an RSA Token from WaTech via their local IT. 

Citrix Workspace LTSR You are responsible for installing the Citrix Workspace LTSR on your home 
machine (or personally-owned mobile device).  The Citrix Workspace LTSR 
is required on your remote/home PC to connect to DSHS Citrix Remote 
and Hosted Application Service. You can download the Citrix Workspace 
LTSR application at home from the DSHS Staff Access 
(https://www.dshs.wa.gov/staff-access) 

 

https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/windows/HDX_RealTime_Media_Engine_2.9.100_for_Windows.msi
https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/mac/HDX_RealTime_Media_Engine_2.9.100_for_OSX.dmg
https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/linux64/HDX_RealTime_Media_Engine_2.9.100_for_Linux_x64.zip
https://www.dshs.wa.gov/staff-access
https://www.dshs.wa.gov/staff-access
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If you have issues with your Citrix Workspace at home, contact your Local 
IT. 

Compatibility Matrix Operating system 

Windows 10 

Windows 8.1, 32-bit and 64-bit editions 

Windows 7, 32-bit and 64-bit editions 

Browser 

Internet Explorer 11 and above 

Latest Google Chrome  

Latest Mozilla Firefox 

Microsoft Edge 
 

Skype For Business Skype for Business is available through DSHS Citrix Remote and Hosted 
Application Service.  You will need to install a Citrix Skype Add-on tool on 
your home device.  Below are the links for installing the Skype add-on tool: 

¶ Citrix Skype Add-on for Windows 

¶ Citrix Skype Add-on for Mac 

¶ Citrix Skype Add-on for Linux x64 

¶ Citrix Skype Add-on for Linux x32  
 

 

Workspace Information 

How to install Citrix Workspace LTSR at Home 
The following instructions explain how to install Citrix Workspace LTSR at home for the first time.  You 

will need to make sure you have all the Prerequisites before you can start this process. 

1. Open up a web browser and navigate to DSHS Staff Access (https://www.dshs.wa.gov/staff-
access) 

 

https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/windows/HDX_RealTime_Media_Engine_2.9.100_for_Windows.msi
https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/mac/HDX_RealTime_Media_Engine_2.9.100_for_OSX.dmg
https://www.dshs.wa.gov/sites/default/files/SESA/issd/citrix/skypeforbusiness/linux64/HDX_RealTime_Media_Engine_2.9.100_for_Linux_x64.zip
https://www.dshs.wa.gov/staff-access
https://www.dshs.wa.gov/staff-access
https://www.dshs.wa.gov/staff-access
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2. Choose the Citrix Workspace Download link that applies to your home PC. 

 

= Android iOS 

= MAC iOS 

=  iPhone/iPad OS 

=  Chrome OS 

= Linux OS 

= Windows OS 

 

3. wǳƴ άCitrixWorkspaceApp.exeέ ŦǊƻƳ ȅƻǳǊ ŘƻǿƴƭƻŀŘ Ŧolder to install Citrix Workspace.   
NOTE:  Once CitrixWorkspaceApp.exe is ran, please wait 5 minutes.  The installation is silent 
and will configure the tool in the background of the Citrix Workspace installation.  

 
4. To confirm that Citrix Workspace LTSR has been installed, sŜŀǊŎƘ ŦƻǊ άAdd or Remove 

Programsέ ƛƴ ǘƘŜ ǎǘŀǊǘ ƳŜƴǳΦ 
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5. You should see Citrix Workspace LTSR installed.  If you do not see Citrix Workspace, contact 
your Local IT. 

 
6. When the installation is complete, in the Start Menu, άOpen Citrix Workspaceέ. 

 
 

First time logging into Citrix from Home 
The following instructions explain how to log into Citrix from home for the first time (Externally).  You will 

need to make sure you have all the Prerequisites before you can start this process. 

1. In the Start Menu, άOpen Citrix WorkspaceέΦ 

 
2. You will be prompted to Add Account.  Enter: https://citrixmfa2.dshs.wa.gov /ƭƛŎƪ άAddέ. 

 
3. Enter your DSHS Username, Password, and Passcode click άSubmitέ. 
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*Passcode: Your Passcode is found using the RSA Token Software, RSA Token Hardware, or 
RSA Mobile Token.  If you do not have an RSA Token, contact your local IT. 

4. You will now see all of the DSHS Citrix Remote and Hosted Applications that are available to 
you.  If your Citrix applications are missing, contact your Local IT. 

 

Daily Login to Citrix from Home  
The following instructions explain how to log into Citrix from home on a daily basis.  You will need to 

make sure you have all the Prerequisites before you can start this process. 

1. In the Start Menu, άOpen Citrix WorkspaceέΦ 

 
2. Enter your Username, Password, and Passcode click άSubmitέ. 
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*Passcode: Your Passcode is found using the RSA Token Software, RSA Token Hardware, or 
RSA Mobile Token.  If you do not have an RSA Token, contact your local IT. 

3. You will now see all of the DSHS Citrix Remote and Hosted Application Service that are 
available to you.  If your Citrix applications are missing, contact your Local IT. 

 
 

How to login to your DSHS Managed Device using Citrix Remote PC 
From home, you are able to login to your DSHS Managed Device using Citrix Remote PC.    To access your 

DSHS Managed Device, login to Citrix from home.   Once logged in, your DSHS Managed Device will be 

available in the Desktops tab.  Please review the Customer Experience Expectations for additional 

information about functionality within the DSHS Citrix Remote and Hosted Application service. 

Note: Previously, the Microsoft Remote Desktop application was used to access your DSHS Managed 

Device.  The Desktop tab is now the primary way to access your DSHS Managed Device.  Microsoft 

Remote Desktop application will no longer be available. 

1. In the Start Menu, άOpen Citrix WorkspaceέΦ 

 
2. {ŜƭŜŎǘ ǘƘŜ άDesktopsέ tab. 

 
 

3. Click the icon to log into your DSHS Managed Device automatically. 



14 | P a g e 
DSHS Citr ix Remote and Hosted Appl ications Service External  Guide - Version 6.0  

 

 
4. You are now logged into your DSHS Managed Device 

5. To sign out, click the Start Menu>Sign Out 
 

You should now be logged out of Citrix Remote PC. 

 

When you successfully log into your DSHS managed device, there is a menu in the top middle of your 

screen.  Here is a quick breakdown of the Remote PC Menu Options: 

 

Click the Home button to minimize your desktop. 

 

This button does not have any known functionality, it displays your DSHS Managed 
Device name. 

 

Selecting this button sends an Ctrl+Alt+Del command to your DSHS Managed 
Device. 

 

Click the link below to view the breakdown of the preferences tab. 
Preferences 

 

Select the Window button to put your DSHS Managed Device in windowed mode. 

 

Select the Disconnect button to disconnect from your DSHS Managed Device. 

 

Click Shortcuts to view the following options: 
Start ς opens your Start Menu 
Switch Apps ς no known functionality 
App Commands ς no known functionality 
Charms - no known functionality 
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How to use Dual Monitors in Citrix Remote PC 
After successful logging into your Citrix Remote PC, follow the steps below to use dual monitors. 

1. /ƭƛŎƪ ǘƘŜ ƳŜƴǳ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴ ŀƴŘ ǎŜƭŜŎǘ ά²ƛƴŘƻǿέ 

 
Note: This option will not be available if you are already in ά²ƛƴŘƻǿέ ƳƻŘŜ 

 
2. Drag your Citrix window across both monitors, the red line below represents the separation of 

two monitors. 

 
3. Click the maximize button 

 
4. You now have dual monitors available within Citrix Remote PC. 

   

Login to Citrix from Web Browser at Home 
The following instructions explain how to log into Citrix from home through your web browser.  Use 

Internet Explorer, Chrome, Firefox or Microsoft Edge.  You will need to make sure you have all the 

Prerequisites before you can start this process. 

1. Open up a web browser and navigate to DSHS Staff Access (https://www.dshs.wa.gov/staff-
access). 

 

https://www.dshs.wa.gov/staff-access
https://www.dshs.wa.gov/staff-access
https://www.dshs.wa.gov/staff-access
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2. /ƭƛŎƪ άAccess Citrix from anywhereέ. 

 
3. Enter your DSHS Username, Password, and Passcode click άSubmitέ. 

 
*Passcode: Your Passcode is found using the RSA Token Software, RSA Token Hardware, or    
RSA Mobile Token.  If you do not have an RSA Token, contact your local IT. 

4. You will now see all of the DSHS Citrix Remote and Hosted Application Service that are 
available to you.  If your Citrix applications are missing, contact your Local IT. 
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Login to Citrix from Mobile Device at Home 
If you would like to log into the DSHS Citrix Remote and Hosted Application Service using your mobile 

device, you will need to use RSA token issued from your local IT. 

The following instructions explain how to log into 
Citrix from Home through your iOS Mobile 
Device (Internally).  You will need to make sure 
you have all the Prerequisites before you can 
start this process. 

The following instructions explain how to log into 
Citrix from Home through your Android Mobile 
Device (Internally).  You will need to make sure 
you have all the Prerequisites before you can 
start this process. 

iOS 
1. Open the Apple App Store 

 

Android 
1. Open the Google Play Store 

 

iOS 
2a.  {ŜŀǊŎƘ ŦƻǊ άCitrix Workspaceέ ŀƴŘ ǎŜƭŜŎǘ 
άGETέ. 

 

Android 
2a.  {ŜŀǊŎƘ ŦƻǊ άCitrix Workspaceέ 
 

 
 
2b.  {ŜƭŜŎǘ άInstallέ 
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iOS 

2. Once the download is complete, select 
άOPENέ. 

 
¢ƻǳŎƘ L5 tǊƻƳǇǘΥ /ƘƻƻǎŜ άNot Nowέ ǘƘŜ ǎƪƛp the 
step to Enable Login with Touch ID. 

Android 
3. Once the download is complete, Open Citrix 

Workspace. 

 

iOS 
4. {ŜƭŜŎǘ άGot itέ ǘƘŜƴ άGet Startedέ. 

 

Android 
4. /ƭƛŎƪ άAllowέ ƻǊ άDenyέ ƻƴ ǘƘŜ п ǇǊƻƳǇǘǎ 

that you receive: 

 

 

 

 
{ŜƭŜŎǘ άGot itέ 
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{ŜƭŜŎǘ άGet Startedέ 

 

iOS 
5. 9ƴǘŜǊ ǘƘŜ άAddressέ 

https://citrixmfa2.dshs.wa.gov  
{ŜƭŜŎǘ άContinueέ. 

 

Android 
5. Enter ǘƘŜ άAddressέ 

https://citrixmfa2.dshs.wa.gov  
{ŜƭŜŎǘ άContinueέ. 

 
iOS 

6. Enter Username, Password, Passcode, Select 
άSign inέ. 

 
Passcode: Your Passcode is from the RSA Token 
Software, RSA Token Hardware, or RSA Mobile 

Android 
6. Enter Username, Password, Passcode, Select 
άSIGN ONέ. 

 
Passcode: Your Passcode is from the RSA Token 
Software, RSA Token Hardware, or RSA Mobile 












